
Best practices for hiring a photographer
Be specific and upfront about assignment requirements.

Let the photographer know when photos are due when the assignment is made. A three- to five-day 
turnaround is standard during peak seasons.

Describe what you intend to do with the images, for example:
	 •		Publish	two	images	for	a	high-quality	print	piece
	 •		Need	eight	images	for	a	web	site
	 •		Upload	all	images	to	Flicker
	 •		Print	one	5x7	for	every	attendee
	 •		Historical	documentation	for	various	use	and	archives

Consider what images you want captured and prioritize them. Walk through the agenda and prioritize 
the images you need.

Reception photos – point out key people to the photographer. Do you want everyone captured?

Table shots look best if everyone is present at the table, the shot is taken prior to eating and there are 
no large centerpieces or table numbers in the way. It takes time to get these shots, so the more tables 
there are, the more meals will be interrupted and half-eaten food will be visible in the photo.

If you need an award shot of each awardee, the presenter(s) and the photographer should walk 
through	how	presentations	will	happen.	For	example,	person	A	hands	award	to	the	dean,	the	dean	
guides the person into place, gives them the award, and then turns the person to get a posed shot. 
Photographer	can	then	take	the	action,	the	posed	or	both	shots.

If there are any planned surprises you want captured, give the photographer notice. If balloons are 
going to be released, confetti rains down, a surprise guest pops out or a gift is presented, advance 
notice will allow the photographer to get to the optimal location with the correct lens. If needed, sim-
ply ask the photographer to keep the details confidential until the surprise happens so he/she can be 
prepared.

For	speaker shots, place the podium where there are no distractions in the background such as exit 
signs, reflective panels, fire extinguishers, etc. If possible, place a non-reflective sign or banner behind 
or on the podium to identify the event. Make sure the sign looks good and is not sagging or wrinkled.

Large-group shots require steps, risers or bleachers of proper capacity and/or a ladder and open 
space.	For	photos	taken	outside,	clouds	are	actually	preferred,	but	wind	or	rain	should	trigger	an	
indoor	shoot.	For	a	rain	alternative	or	indoor	group,	the	group	must	fit	in	the	space	and	arrangements	
must be made for lighting ahead of time. The client must have a representative in attendance to let 
the photographer know when everyone is present.

Large numbers of individual portraits on	location	require	10’x15’	of	open	floor	space	and	electrical	
outlet access. A high ceiling is preferred. A conference room crowed with furniture will not work. A list 
or names or sign-up sheet is required.

PowerPoint lectures often happen with the lights out. If possible, arrange for the photo to be taken 
before or after the presentation.

For	classroom photography, notify the instructor and students ahead of time. Ask that they dress 
appropriately and not wear other university logos that day. The room looks better without food and 
beverages on the desks or tables. Ask the instructor if he/she could wear at least a pop of red.

Schedule ample set-up time for assignments requiring on-location lighting. This will vary by project, 
space and degree of difficulty. Avoid having your time-crunched faculty member show up to be photo-
graphed the minute the photographer arrives. Make sure your subjects have ample time for the photo 
shoot. This too will vary by project.
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Best practices for taking photographs 
Read	the	tips	under	hiring	photographer	for	useful	suggestions.	

Use	a	tripod	whenever	possible.

Use	the	best	camera	available.

Think about what the photos should express to the audience and capture images that fit the mes-
sage.

Don’t rely on a computer to fix your images. Do your best to capture the images well by exposing 
and focusing properly.

Get close to your subjects.

Place	the	subject	off-center	to	make	it	more	interesting	to	the	eye.

Be mindful of the background. If there is something there you don’t want in the photo, either move 
the subject or change your position so it is not in view.

Capture interactions, gestures, and great expressions.

Use	a	telephoto	lens	to	capture	speakers.	(See	tips	for	using	telephoto	lenses	below.)	

Pay	attention	to	the	direction	and	quality	of	light.	Avoid	photographing	people	with	a	strong	light	
source behind them, such as a window.

Make sure you can see the subjects’ eyes in a photo. Shots of people looking down and pointing at 
something lose viewers’ interest.

Take a variety of photos, including wide shots and close-ups. Take a lot of photos.

Tips for using a telephoto lens

A	higher	shutter	speed	and	film	speed	(ISO)	are	needed	to	compensate	for	the	telephoto	so	the	
picture	won’t	be	blurred.	For	example,	if	you	use	a	180	mm	lens,	your	shutter	speed	should	be	1/200	
or	faster	(generally	shown	as	200	on	the	camera).	You	will	need	ample	light	or	a	large	f-stop	(small	
number) to get enough light to the sensor. 


